
First make sure your properties are correct!

Close your wizards and right click on the Call Number and Item Maintenance Wizard to set your 
properties - Once they look like the images below, click save and restart workflows

These may vary 
depending on 
what you are 
cataloging. 



1. Go to Cataloging>Common Tasks>Call Number and Item Maintenance 
2. Search all libraries for the item using browse and title. If you don’t find it the 

first time try again with a different method (example: ISBN/Exact Search or 
Title/Keyword Search – Always try at least twice. One should be a keyword.

3. Use sections 2 and 3.1 of the SCP to determine which record and 
attachment rules are the most appropriate to use - then highlight 
that item record.

4. Click Modify



5. Make sure the item is 
selected. If you see a call number 
you would like to use you may 
highlight it instead of the item to 
add it to your call number field. 

6. Click Add Call Number

7. If you have more than one site 
select your library from the drop 
down menu in the popup. If you 
are a single site, you can turn this 
popup off in properties. 



8. Scan or type the item  
barcode into the item ID 
section

9. If you scan the barcode 
it will automatically save, 
but if you type the 
barcode you will need to 
click Save.


